SOP Template: Assignment and Clarification of Job
Duties and Responsibilities

This SOP defines the process for assignment and clarification of job duties and responsibilities to ensure clear
understanding and accountability among employees. It includes steps for identifying specific roles, communicating
expectations, providing necessary resources, and documenting assigned tasks. The objective is to enhance organizational
efficiency, minimize role ambiguity, and promote effective workforce management.

1. Purpose

To establish a standardized process for assigning and clarifying job duties and responsibilities within the organization.

2. Scope

This SOP applies to all departments and employees involved in role assignment or clarification of job tasks.

3. Responsibilities

¢ Department Managers/Supervisors: Initiate and oversee the assignment process, communicate expectations,
provide resources, and ensure documentation.

¢ Human Resources: Facilitate job descriptions, support communication, and maintain records.

¢ Employees: Seek clarification as needed and acknowledge assigned responsibilities.

4. Procedure

Step Description Responsible
1. Identify Job Roles & Review organizational structure and job descriptions to determine Department
Duties required roles and responsibilities. Manager, HR

2. ASS'gn. IZ_)yt_les and Allocate tasks based on job descriptions and organizational needs. Department
Responsibilities Manager
3. Communicate Clearly communicate assigned roles and specific expectations to Department
Expectations employees both verbally and in writing. Manager, HR
4. Provide Resources Supply necessary information, training, and resources for task Department
and Support completion. Manager
5. Document Record assigned duties in official records (e.g., job descriptions, HR, Department
Assignments employee files). Manager
6. Review and Seek Encourage employees to review their responsibilities and ask for

) . . 27 Employee
Clarification clarification if needed.
7. Monitor & Update Regularly evaluate and update job duties to reflect organizational Department
Assignments changes. Manager, HR

5. Documentation

Current job descriptions

Assignment records and communications
Employee acknowledgment forms
Training and resource records

6. Review & Revision

This SOP shall be reviewed annually or when major organizational or process changes occur. Revisions must be
documented and communicated accordingly.



7. References

e Company Organizational Policy Manual
¢ Job Description Repository
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